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DEPARTMENT OF GENERAL SERVICES
Records MoMgeaeaf Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
140.

1099

PACE
HO. i

STATE UNIVERSITIES AND COLLEGES
FROSTBURG STATE COLLEGE COMMUNICATION MEDIA

Item
No. Description Retention

1. General Correspondence

Subject arrangement of original incoming, copies of
outgoing letters, memoranda, reports, meeting minutes,
directives, studies, policies and other miscellaneous
papers relative to this office.

2. Miscellaneous Records

These are budget printouts, course materials, purchase
orders, production records, supply and equipment
inventories, equipment checkout and maintenance records

Screen annually. Destroy
material over three years
old which has no further
value. Materials which
illustrate policy procedure
and development of the
department and college are
to be transferred to the
history file for permanent
retention.

Destroy material which
has no further value,
retain all other for no
more than three years, then
destroy.
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KPARMHT OF GENERAL SERVICES
Record* K a n a f w t a t Z&riaion

AOBICI RECORDS XMVENTOKT

/tf?7

Page No.
-Lof _L

1. Department
STATE UNIVERSITIES AND COLLEGES

2. Dirision
• «_AROSTBURG STATE COLLEGE
3. Unit

COMMUNICATION MEDIA

l>* Record Series and Title: (Def. A group of record* filed as a tmit, used as a unit, and which
•ay be transferred or disposed of as a vnit.)

Description: (Oive a brief description of a typical folderj include content, purpose, and
form njine(s) and number(»).

General Correspondence - Subject arrangement of original incoming, copies of outgoing
letters, memoranda, reports, meeting minutes, directives, studies, policies and
other miscellaneous papers relating to this office.

fNn+>»» TT«» a **rMT«fA 4 m m t / \ w •><••+ fnv *ar-h R/tmn4 S*T*4*lO

5. Present Volume on Hand (No, of f i l e drawers)
.3

6. Batinated Accumulation (Yearly)

7* Audit Requirements
State
Fsderal £ZL rim*

txte

rlnternal

irnal, I i i n i T^vpnwu, «»rf

8. Sstioated AcUrity par Tile Dravsrt (AeUrity Ooide- HI OH (used daily) j KEDIQM (o net/twice
^ Monthly) t LOW (lass than onoa aonthly). )

Corrvnt Tear H M
After 1. Ir, H M (J After what year does actiyity baooae LDV First

'). could Record Series be stored in the State
Records Center.

I B /"""7 K) ZE7

^Bumi

10. Reoownended Retention^ \^r/een,an.n,uaiiy.t

Destroy material ove^ 3 years -o-lm wh'flojij has no
further value. Materials which illustratfe policy,
procedures and developmerft̂ 'fof «;the'.department
and college are to lie transferred to the 'history
file for permanent retention.

M • Inventory prepared by Ruth Richardson Dates 1-6=8.7JJ. •
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Record* Kanafasjent InVrision

1 . Department

STATE UNIVERSITIES

AOBICT RI00RD6

AND COLLEGES

IXVJ

2.

3.

INTOXI

Dirialon
FROSTBURG STATE

COMMUNICATION MEDIA

Page No.,,
_ o f _

COLLEGE

b« Record Series and Title: (Def. A group of records filed as a unit, used as a unit, and which
aay be transferred or disposed of as a unit.)

Description! (Oive a brief description of a typical folderi include content, purpose, and
form nane(s) and number(s)c

Miscellaneous Records - These are budget printouts, course materials, purchase
orders/ production records, supply and equipment inventories, equipment checkout
and maintenance records.

5.
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(Nntj»» t in* a ftffrvari
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(No, of file
12

(Iaarly)
1/4

drawers) 7, Audit Requirements
SUte O
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Current Tear H <$)
After 1. Tr, H M After nhat year does act ir i ty b«oos» £0V FJI r^r

9m Could Record Series be
Records Center*

TXS

stored in the State 10. Reoomended Retentiont Destroy .material
which has no further value, retain all other
for no more than three years, then destroy.

M— Inventory prepared by Ruth Richardson
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